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a. INTRODUCTION

This position is located in the Housing Division, Directorate of
Logistics, at a Category “A”, ARNG major training area (MTA).  The
incumbent receives a variety of assignments usually related to occupancy
and termination activities and the operation of a warehousing function.
The incumbent assists the Housing Officer in the supervision of Warehouse
Workers and Laborers. ‘Ihe  work normally involves the performance of
standard housing management functions that compose several segments of a
broader project or program assignment.

b. DUTIES:

1. Processes requests for temporary quarters. Reviews applications for
accuracy and completeness of data. Counsels brigade and battalion
housing representatives regarding the availability, type, size and
location of quarters.

2 . Assists in the assignment of troop issue housing and administrative
space. Evaluates such factors as size of units, sex of troops, type of
unit, serviceability and availability of building space and desire to
maintain unit integrity while effecting maximum utilization of space.
Determines the need to move or rearrange furnishings and equipment and
directs the accomplishment of such work.

3 . Assists the Housing Officer in the supervision of warehousing
operations, the performance of joint tenant-management inspections of
quarters, and the issue and receipt of buildings, furnishings and
equipment by performing the following duties:

a. Planning. Plans detailed layouts of storage areas to allow for
fluid handling of material to avoid storage bottlenecks. Plans weekly
work schedules and sequence of operations for warehouse workers.
Establishes deadlines and priorities on the basis of general work
schedules, methods and policies established by the Housing Officer.
Determines how many assignments can be done concurrently, how many must
be delayed, and the number and types of employees needed based on the
skills, personnel, materials and equipment available and required.

b. Work Direction. Selects workers and assigns tasks to be
performed. Explains work requirements, methods and procedures, instructs
subordinates in new procedures, and provides advice when problems arise.
Reviews work of subordinates in progress and upon completion to ensure
that quality and quantity standards are met. Adjusts plans, assignments,
and methods as necessary to accomplish the work as effectively and
economically as feasible. Coordinates the work of the unit with other
units such as maintenance and the Directorate of Facilities Engineering.
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Factor 1, Knowledge Required by the Position - Level l-5 - 750 points

Knowledge of the fundamental principles, techniques, and methodology
pertaining to the management planning, scheduling, coordinating, and
efficient use of Government quarters and facilities.

General knowledge of acceptable work standards associated with the
repair, maintenance, or improvement of facilities, equipment,
furnishings, and other housing assets.

Factor 2, Supervisory Controls - Level 2-3, 275 points

This position is supervised by a Housing Officer who makes
assignments by defining project requirements, work priorities, and task
deadlines. The supervisor assists the incumbent with extreme situations
or unique problems. The incumbent exercises resourcefulness and
initiative while completing assignments in accordance with established
housing policies, instructions, prior training, and directives.
Completed work in the form of housing assignment plans, inspection
findings, and other work products are reviewed for conformance with
established policies and requirements.

Factor 3, Guidelines - Level 3-2 - 125 points

The incumbent is provided with a variety of agency directives,
administrative instructions, management procedures and other procedural
guidelines that are usually applicable to the work or tasks assigned.
The incumbent must use judgment in adapting regulations to local
requirements and in selecting, from among a variety of references, the
procedures applicable to the assigned functions.

Factor 4, Complexity - Level 4-3 - 150 points

Assignments involve the relatively independent performance of
numerous standard housing management functions including planning the
assignment of housing during peak periods; supervising and participating
in the conduct of joint tenant-management inspections; supervising the
issue and receipt of buildings, furnishings and equipment; and
supervising the storage, maintenance and accountability of furnishings
and equipment. Decisions regarding what needs to be done may depend upon
the review and analysis of information normally found in management
records or historical files or through the conduct of tenant interviews
or physical inspections to identify deficiencies, assess damages and
determine the appropriate corrective measures required.
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Factor 5, Scope and Effect - Level 5-3 - 150 points

The purpose of the work is to schedule, coordinate, and monitor
activities related to the operational management and utilization of
government housing, analyze problem areas; and recommend or implement a
variety of conventional corrective measures within the framework of
housing program requirements.

In addition to facilitating the work of higher level housing
managers, the work affects the efficiency and adequacy of the housing
program; the quality and quantity of services provided; and the morale
and welfare of military and/or civilian personnel housed.

Factor 6, Personal Contacts - Level 6-2 - 25 points

Personal contacts include tenants, unit housing representatives from
troops training at the MTA,  and maintenance personnel from within the
installation. The contacts are usually established on a scheduled or
routine basis at the employee’s workplace or the tenant’s living quarters.

Factor 7, Purpose of Contacts - Level 7-2 - 50  points

The purpose is to coordinate the work, exchange information, and
resolve operating problems with persons seeking similar goals. This
includes informing tenants of housing requirements or noncompliance
concerning maintenance, cleanliness or habitability and issuing requests
for repair.

Factor 8, Physical Demands - Level 8-2 - 20 points

The work, which involves frequent travel and inspections in and about
the training site’s cantonment area, requires some physical exertion
while standing for long periods, walking on uneven surfaces, and bending,
reaching, or stretching.

Factor 9, Work Environment - Level 9-l - 5 points

The incumbent frequents both the cantonment area and administrative
offices which involve normal risks associated with an office
environment. However, the work also requires frequent visits to
warehouse areas that expose the employee to such moderate discomforts as
dust and dirt.
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EVALUATION STATMENT

A. Title, Series and Grade: Housing Management Assistant, GS-1173-07

B. References:

1. PCS for Housing Management Series, GS-1173, September 1981

C. Background Information:

Validation study of ARWG  training areas has resulted in the
identification of additional technician requirements. In some instances
those added requirements have caused changes to some of the previously
authorized positions and in other instances it has resulted in the
development of new positions. As many duties and responsibilities are
projected, the degree of performance cannot be accurately assessed in
advance. After positions have been staffed for approximately a year or
more, they will be reviewed and appropriate changes, if any, will be
accomplished.

D. Series, Title, and Grade Determination:

1. Series :

This position is responsible for assisting in the management of troop
issue government housing at an ARWG  training site. The position requires
a knowledge of Department of Army housing regulations and a knowledge of
basic principles, techniques, and methodology pertaining to the
management planning, scheduling, coordinating, and efficient use of
government housing facilities. Positions of this nature are covered by
the  &using  Management Series, GS-1173.

The Warehouse Worker Series, WG-6907 was considered for this position
inasmuch as the work involves assisting in the supervision of warehouse
workers. However, that series does  not address the scope of housing
management knowledges required by this position. In contrast, the
GS-1173 standard takes supervisory responsibilities into consideration.
h !-we 8 , under “Grade Level Coverage”, the GS-1173 standard
acknowledges the responsibility inherent in most nousing  management
positions for directing the work of others. Further in that paragraph,
the standard states that such “responsibility was taken into
consideration in the development of factor level descriptions and
benchmarks for this series”. Of additional consideration in classifying
the position in the GS-1173 series as opposed to the WG-6907 was the
lines of career progression, which are to the position of Housing
Officer, GS-1173. Therefore, the position is appropriately classified in
the busing Management Series, GS-1173.
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2. -Tit le :

The appropriate title for positions graded below the (S-9 and
involved in the direct, onsite management and administration of housing
facil it ies is : Housing Management Assistant.

3. Grade :

Based on the attached Factor Evaluation Suamary,  this position is
properly graded at the GE-07 level.

E. CONCLUSION:

The proper classification for this position is Housing Management
Assistant, GE-1173-07.


